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DATE:  _______________ PERMIT #_______________ 

 
 

6400 El Verde Road, Leon Valley, Texas  78238 
 Phone:  210-684-1391 x226 Fax: 210-509-8288  

PERMANENT SIGN PERMIT APPLICATION 
 

SUBMITTAL REQUIREMENTS:  1)  Application Form,   2)  Site Plan/Photo of Site (exact location of 
where the sign will be placed),  3)  Drawing/Photo of Sign (exact sign proposed, dimensions,  
message, color, shape, and lighting), 4)  Letter of Authorization (property owner)   
 

NOTE:  PLEASE ALLOW 2-5 BUSINESS DAYS FOR REVIEW 
Permit Address: 
 

Installer: Electric Contractor: 

Applicant Name: 
 

Address: Address: 

Phone: Phone: Phone: 

Proposed Signage 
 
T
 

OTAL number of proposed signs:________       

Total Wall Area:______________ 
 
Will signage be located in a Multi-Tenant Center:   
 
□ YES:____________________ Shopping Center 
 
□  NO 

Sign #1-Type of Sign                 Wall-Mounted Signs:  □ Building

                                                     Pole Signs:   □  Multi-Tenant   □

                                                    Other:_____________________

Area of Sign Face: Width________Height________Total_______
  
Height of Sign from Ground to the top of the sign:_____________
 
Materials used to construct sign:__________________  Sign sha
 
Sign colors:_______________ Sign Message:_______________
 

Sign #2-Type of Sign                  Wall-Mounted Signs:  □ Building

                                                     Pole Signs:   □  Multi-Tenant   □

                             Other:_____________________
 
Area of Sign Face: Width________Height________Total_______
  
Height of Sign from Ground to the top of the sign:_____________
 
Materials used to construct sign:__________________  Sign sha
 
Sign colors:_______________ Sign Message:_______________
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   □  Roof   □  Awning   □  Projecting 

  Free-Standing    □  Monument Sign 

___ 

_        Illuminated?   □  Yes  □  No 

______       

pe:____________________________ 

_______________________________ 

   □  Roof  □  Awning   □  Projecting 

  Free-Standing    □  Monument Sign 

___ 

_        Illuminated?   □  Yes  □  No 

______       

pe:____________________________ 

_______________________________ 



 

 

 
6400 El Verde Road, Leon Valley, Texas, 78238, Phone:  210-684-1391 x226 Fax: 210-509-8288 

Sign #3-Type of Sign                  Wall-Mounted Signs:  □ Building   □  Roof  □  Awning  □  Projecting 

                                                      Pole Signs:   □  Multi-Tenant   □  Free-Standing    □  Monument Sign 

                              Other:________________________ 
 
Area of Sign Face: Width________Height________Total________        Illuminated?   □  Yes  □  No 
  
Height of Sign from Ground to the top of the sign:___________________       
 
Materials used to construct sign:__________________  Sign shape:____________________________ 
 
Sign colors:_______________ Sign Message:______________________________________________ 

Sign #4-Type of Sign                  Wall-Mounted Signs:  □ Building   □  Roof  □  Awning  □  Projecting 

                                                      Pole Signs:   □  Multi-Tenant   □  Free-Standing    □  Monument Sign 

                              Other:________________________ 
 
Area of Sign Face: Width________Height________Total________        Illuminated?   □  Yes  □  No 
  
Height of Sign from Ground to the top of the sign:___________________       
 
Materials used to construct sign:__________________  Sign shape:____________________________ 
 
Sign colors:_______________ Sign Message:______________________________________________ 

Sign #5-Type of Sign                  Wall-Mounted Signs:  □ Building   □  Roof  □  Awning   □  Projecting 

                                                     Pole Signs:   □  Multi-Tenant   □  Free-Standing    □  Monument Sign 

                              Other:________________________  
 
Area of Sign Face: Width________Height________Total________        Illuminated?   □  Yes  □  No 
  
Height of Sign from Ground to the top of the sign:___________________       
 
Materials used to construct sign:__________________  Sign shape:____________________________ 
 
Sign colors:_______________ Sign Message:______________________________________________ 

Sign #6-Type of Sign                  Wall-Mounted Signs:  □ Building   □  Roof  □  Awning □  Projecting 

                                                     Pole Signs:   □  Multi-Tenant   □  Free-Standing    □  Monument Sign 

                             Other:________________________ 
 
Area of Sign Face: Width________Height________Total________        Illuminated?   □  Yes  □  No 
  
Height of Sign from Ground to the top of the sign:___________________       
 
Materials used to construct sign:__________________  Sign shape:____________________________ 
 
Sign colors:_______________ Sign Message:______________________________________________ 

Project Address:___________________  
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6400 El Verde Road, Leon Valley, Texas  78238 
 Phone:  210-684-1391 x226 Fax: 210-509-8288 

 
CALCULATION & REQUIREMENTS WORKSHEET pg 1 of 2 

Note:  This is the same calculation sheet that City inspector(s) will use to determine whether signage will be permitted.  Please 
use this worksheet to determine whether the signage you are proposing conforms with Sign Ordinance#06-034. 
 
1)  WALL/MARQUEE SIGNS 
 

-not to exceed 80% of the wall length  Sign #     ________wall length  X  .80=_____________ 
                               Sign #      ________wall length  X  .80=_____________ 
                                                                    Sign #     ________ wall length  X  .80=_____________ 
  

-not to exceed 25% of the total sq ft of the exterior wall   Sign #    _______ sq ft  X .25=_______ up to 200 sq ft 
                                                                                           Sign #   _______ sq ft  X .25=_______ up to 200 sq ft 

                                                                                                 Sign #     ______ sq ft  X .25=_______ up to 200 sq ft 
 

-project no more than 18” from the face of the wall   (projection=_____) 

 
MEETS REQUIREMENTS:     □ YES     □  NO   □  DOES NOT APPLY TO REQUEST 

 
2)  AWNING-must be permanently attached to bldg.                   Sign#__________ 
 

-no more than 80% of the awning surface area    __________awning area X .80=_____________ 
 
-minimum height of awnings= 8-feet 
 
MEETS REQUIREMENTS:     □ YES     □  NO   □  DOES NOT APPLY TO REQUEST 

 
3)  ROOF-one (1) sign per street frontage   (maximum of three(3)signs total)                 Sign#____________ 
 
        -a roof sign can be used in place of a wall sign 
        -not to extend beyond the highest point of the roof 
 
        -not to exceed 80% of roof sign area     ____________roof sign area X .80=_________up to 100 sq ft 
           
         MEETS REQUIREMENTS:     □ YES     □  NO   □  DOES NOT APPLY TO REQUEST 
 
4) FREE-STANDING SIGNS                   ***LANDSCAPE BUFFER REQUIRED***                  Sign#__________ 
 
        -no freestanding sign may be constructed within 100-ft of an existing free-standing on premises or  
         multi-tenant sign on the same site or within 40-ft of a free-standing or multi-tenant sign on a neigh- 
         boring site 
 
        -one (1) sign allowed per less than 250-ft of frontage 
        -one (1) sign per 250-ft or more when approved by a Master Sign Plan 
 
        -TOTAL SIGN AREA/SIGN HEIGHT each face of a free-standing sign many NOT exceed: 
         50 sq ft if 32ft tall                                     A. 32-feet on collector roadways 
         240 sq ft if 50 ft high                                B. 50-feet on arterial roadways        
         375 sq ft if 60-ft high                                C. 60-feet state highway 
                                                                          D. 60-feet expressway frontage road         

 
TOTAL SIGN AREA=_______   HEIGHT=_______    LOCATION:_________________ 
 

      MEETS REQUIREMENTS:     □ YES     □  NO   □  DOES NOT APPLY TO REQUEST 
 

Project Address:___________________ 



              

 
 

6400 El Verde Road, Leon Valley, Texas  78238 
 Phone:  210-684-1391 x226 Fax: 210-509-8288 

 
CALCULATION & REQUIREMENTS WORKSHEET (CONTINUED) pg 2 of 2 

 
5) MULTI-TENANT SIGNS                                                                                                         Sign#__________ 
 
        -no multi-tenant sign may be constructed within 100-ft of an existing multi-tenant or free-standing  
         on premises or a multi-tenant sign on the same site or within 40-ft of a free-standing or multi-tenant 
         sign on a neighboring site 
 
        -address must be displayed 
 
        -tenant may have one (1) building mounted sign and one (1) identification sign on a directory sign  
         for the shopping center 
 
        -not to exceed 25% of  total wall area of each occupancy  ________wall area X .25=________, up to 200 sq feet 
               
         -TOTAL SIGN AREA/SIGN HEIGHT each face of a free-standing sign many NOT exceed: 
         250 sq ft if 32ft tall                                    A.  32-feet on collector roadways 
         500 sq ft if 50 ft high                                 B.  50-feet on arterial roadways        
         650 sq ft if 60-ft high                                 C.  60-feet state highway 
                                                                           D.  60-feet expressway frontage road         

 
TOTAL SIGN AREA=_______   HEIGHT=_______    LOCATION:_________________ 
 

      MEETS REQUIREMENTS:     □ YES     □  NO   □  DOES NOT APPLY TO REQUEST 
 
******************************************************************************************************************************************
** 
*********************************************************FOR OFFICE USE 
ONLY***************************************************** 

 
□  APPROVED 
 
□  DISAPPROVED for the following reasons: 
 
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________ 
 

________________  ________________      _________________ 
     Signed    Title    Date 
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6400 El Verde Road, Leon Valley, Texas  78238 
 Phone:  210-684-1391 x226 Fax: 210-509-8288 

 
 

     LETTER OF AUTHORIZATION 
 
Date:________________ 
 
 
To Whom it May Concern: 
 
This letter authorizes ____________________________________________________________ 

to prepare and submit the following  _SIGN PERMIT APPLICATION_ on Lot(s) _____, Block _____, 

CB __________, Subdivision ____________________, located at __________________________. 

 
Sincerely, 
 
___________________________   ___________________________ 
Signature of Property Owner    Signature of Property Owner 
 
____________________________   ____________________________ 
Printed Name of Property Owner    Printed Name of Property Owner 
 
____________________________   ____________________________ 
Address       Address 
 
____________________________   ____________________________ 
City, State, Zip Code     City, State, Zip Code 

 
STATE OF TEXAS       } {   
COUNTY OF BEXAR  } {   
 
BEFORE ME, the undersigned authority, a Notary Public in and for said County and State, on this 
day personally appeared ______________________ known to me to be the person whose signature 
is subscribed to the foregoing instrument. 
 
GIVEN UNDER MY HAND and SEAL OF OFFICE this the ____ day of _______________, 20_____. 

 
   

_____________________________ 
        Notary Public, Bexar County, Texas 
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